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1.OBIIME MMOJIOKEHUS

.1 Hacrosmee Ilonoxenue OIPCHCIACT TIOPANOK BENCHHS JTHYHELX J€1 TEenaroroB u
COTPYAHHKOB MYHHIHIIATHLHOTO OromKeTHOrO 001eobpasoBatebHOrO yapexnacuus «CabuHCKUE
ACTCKHH can oOmepassuBaromero Buga Ne6 «Bamauary Cabunckoro MYHUIUIIAIBHOTO  paioHa
Pecy6maxu Tarapcran (mamee — Yupexnenne).

1.2 Jluunoe neno paboTrmka — COBOKYIIHOCTE JOKYMEHTOB [ICPCOHANBHOTO yueTa, ComepIKaImuy
CBCICHHA 0 pabOTHHKE H ero TPYZIOBOH eI TETbHOCTH.,

1.3 ITonoxenme PaspaboTaHO B COOTBETCTRHY ¢ TK, ®@enepansusm 3axomom ot 27.07.2006 Ne
152 «O I€PCOHATBHBIX JaHHEIXY, Mertommgeckmmu PeKOMeHIanusIMu Pocapxusa, Yiazom [IpesunenTa
P® ot 30.05.2005 Ne 609 «O06 ytBepEIeHNK IMonoxerus o TIEPCOHANBHBIX NAHHEIX IOCYNAPCTBEHHOIO

cayxamero Poccriickoi Denepanev u BeneHHH ero JTHYHOIO JIe71a», KOJIEKTHBHBIM JIOTOBOPOM 1
ycTaBoM Yupexmenns.

2. IOPSAIOK ®OPMUPOBAHUS JIMYHBIX JIEJI COTPYJIHUKOB
2.1 ®opmuposarre mHuHOrO ACIa TICNaroroB M COTPYAHUKOB Yupexnenus mpoussomres

HETIOCPEOCTBEHHO Imocue IIpHeMa Ha paﬁoTy B y‘lpe}KHEHHe HJIM TIepeBo1a IICHaroros u COTPYIHUKOB U3
APYTOro U‘QPB.SDBHTEIBH‘OF 0 YUpeIKIcHNIY.

22 Ilpu nocryiienus ma PaboTy compyonuk npedocmasnaem (npu Hanuuuu):

. [Macoopt wmw wrolH AOKYMEHT, yI0CTOBEPSIOMMH THIHOCTS,

. Copasky o mamwamn (OTCyTCTBHH) cyaumocTH u (wmi) dakra yromosHOro Inpe-
CICIOBAHHS;

. HoxymeHT BoHECKOrO YHUeTa (JUI1 BOCHHOOOS3aHHBIX JIHL);

. HoxymeHT 00 o0pazoBannwm:

. Tpyzosyro KHHKKY;

- 3asBieHne 0 npHeMe (11 0 IepeBoe) Ha padoTy;

. Menmmmnckyro KHHKKYV,

. ABTOOHOTpaduro;

. HoxvmenT o KBATHOUKAINH (aTTeCTANHOHHEL] JIHCT);

. YIocTosepenns o npoxokieHun KYDCOB;

CrpaxoBoe cBuzeTeECTRO TICHCHOHHOTO CTPaxXOBaHMUS,

. WaesTrduranmonnsi HOMED HalOTOILIaTE IbIHKE;

. Cerzerensctro 0 Opake;

. CeuzeTenscTso o poskiennn JeTel;

. JIOKYMEHTEI 0 Harpakierwm,

Pabomoodamens ogopmisem:

. TPYZ0BOH TOTOBOD B ABYX 3K3EMILTIpax;

. IIPHKa3 O IpHEME Ha padoTy;

. THYHYIO KapTodaky NeT-2.

Pabomodamens 3naromum:

. ¢ YeraBoM Vupesxmenns;

. ¢ JIO/DKHOCTHOR HHCTpYKITHeit;

. ¢ IIpaButamu BHyTperHero TPYAOBOTO paclopsIKa;

. ¢ [Tonoxenwem 06 orare TpyJda U IPEMHPOBAHUH;

. ¢ KoswtekTHBHEM /10r0BOpOM:;

. ¢ ITonoxkeruem o mopsxe 00pabOoTKH NEPCOHATBHEIX JIaHHBIX;

. [IPOBOIUT BBOMHBIN HHCTPYKTaX, MHCTPYKT@X II0 OXpaHe Tpyna Ha paboyeM Mmecrte,

HHCTPYKTaX II0 HpOTI/IBOHO')KapHOfI 6€3OHaCHOCTH, 110 AHTUTCPPOPUCTUYECKOHN SAlTUIIEHHOCTH.
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3. IOPSJTOK BEJAEHUS JIMYHBIX JEJI ITIEJATOTOB 1 COTPYTHUKOB

3.1 JlmgHOe €70 meaaroroB W COTPYIHHKOB YUDPEKIEHHS BEIETCS B TEYEHHE BCErO nepuosa
paboTEI KaKA0T0 TTearora H COTPYIHHKA.

3.2 @opMHpOBaHHE JIHYHOTO Tela pabOTHHKA MPOM3BOAMTCS paboTomaTeIeM He MO3/HEe TATH
padoumX IHCH CO JHA 3aKMI0YEHHS TPYZOBOTO JOTOBOPA M TOMBKO MOCTE NOMYYEHHS OT PaGOTHHKA
COTTacHs Ha 00paboTKy ero NepCOHAaTbHEIX TaHHBIX.

3.3 JIHCTBI JOKYMEHTOB, MOMEMEHHBIX B INYHOE JENO, MOUIEXKAT HYMEpALHH.

3.4 JIOKyMEHTBI TIOMEIAIOTCS B TAIKy - CKOPOCIIMBATENE. 1IpH YBOJIbHEHNH paboTHUKA BCe
-IHCTBL H3 JTHYHOTO €74 M3bIMAIOTCS W3 CKOPOCIIMBATEIIS HAIKH, MPOIIHBAIOTCS HUTKAMK U CIAIOTCS B
apXHB.

3.5 BHyTpenHS OIHCH JOKYMEHTOB, HMEIOIIMXCS B ITIHOM JIEIE, [ODKHA COZEPKATh CBE/ICHUS
O NOPAIKOBBIX HOMEPAX., HAMMCHOBAHHIX JIOKYMEHTOB JI€J1a, KOJIMYECTBE JIMCTOB, AaTaX BKIFOUCHHS
AOKYMCHTOB B JIHTHOC IIC/I0 H H3BATHS U3 IeN1a, & TAK)KE KeM H3BAT JOKYMEHT | 110 KaKOi HpHYHUHE.

3.6 BHyTpeHHSS ONHCH COCTABIIIETCS. HA OTAEBLHOM JIHCTE [0 YCTAHOBIEHHOM bopme (coryacHo
npuaoxeHni0 Nel). JIMCTEI BHYTpeHHEH OMUCH HYMEPYIOTCS OTEIBHO.

3.7 Berienune IMYHOTO Jeia MpeLyCMAaTPHBACT:

3.7.1. Tlomemenne  JOKyMEHTOB, HOMIEKAIUX XPAHEHHIO B COCTABE JMYHBIX 1€, B Xpo-
HOJIOTHYECKOM TTOPSLIKE:

¢ DBHYTPEHHST ONHCH TOKYMEHTOB;

* AHKeTa;

e ApTrobHOrpadmus;

» KomnuH T0KyMeHTOB 00 00pa3oBaHHHU;

* 3asBIcHHE COTPYIHHKA O IPUEME Ha paboTy;

* Komss nprKasa o npaeme Ha paboTy;

* TpyzoBo# 10r0BOD;

* Cormnacre Ha 00pabOTKY IIEPCOHATBHBIX TAHHEIX;

* Crpaska 0 HaTwIEH (OTCYTCTBHE) CYIMMOCTH H (7iH) (hakTa YTOJIOBHOI'O [IPECIIeIOBAHUS,

* Kommy 10KyMEHTOB 0 KBATH(QHKALMHA (IOKyMEHTEI TI0 ATTECTAIHHA);
Koy 10KyMeHTOB KypCOB MOBLIEHHs KBATHDHKALHH;
Komus noc:ie1yronux nprKasoB Mo JHYHOMY COCTaBY, KOTOPBIE KacaroTes paGOTHHKA,
JlonoHUTEThHEIE COTTIAIICHHS K TPYI0BOMY JOTOBOPY:;
Kormwun HHBIX T0KYMEHTOB COTpyIHEKA (IIPH HEOOXOIIMOCTH);

JIHCT 03HAKOMIICHHS THUHEBIM J187I0M;

3.7.2. EXerofHyl0  NPOBEPKY COCTOSHHS JIMYHOTO [ena [eJaroro u COTPY/IHUKOB
YeapexIenns Ha Ipe/IMET COXPAHHOCTH BKTIOYEHHBIX B HETO JOKYMEHTOB CBOEBPEMEHHOE 3aI0JTHCHHE,
[0 pe3yIbTaTaM KOTOPOr0 BHOCHTCS 3aITiHCh 00 O3HAKOMIICHHH (COTTTACHO NMPUIOKeHns No2)

4.IMOPATOK YUYETA U XPAHEHWUS JUYHBIX JEJ EJIATOIOB U
COTPYJHUKOB YUYPEK/JIEHUA
4.1 XpaseHHE W Y9ET JMYHEIX JeT IEJaroroB W COTPYAHHKOB YUPEXKICHHS OpraHU3YIOTCA C
UeTB0 OBICTPOro H 0e30mmub0YHOr0 MOHCKA JIHYHBIX €, 0OSCIEeUeHHs HX COXPAHHOCTH, 8 TAKIKE
OOecTIeUCHHS KOHQHIECHIMATEHOCTH CBEICHHH, COEPKAIMUXCS B NOKYMEHTAX JHYHBIX 1€, OT
HECaHKIHOHHPOBAHHOTO J0CTYIIA:

. TpynoBele KHWKKH XpaHATCS OTACIBHO B celide 3apeayrowero;

. MeHIHHCKIE KHIDKKY XPaHATCS OTACIBHO B WIKady METUIIMHCKOMN CECTpbL

. JOIKHOCTHEIE HHCTPYKITHE XPAHSITCS B OTHENBHOH HAIKe Y 3aBeAyHOLIEr0,

. Jlmanble xapTodku pabotHUKOB (popma NeT.2.) Xpamsitcs B OT/ENBHOMH Tarke y
3aBEIYIOIIETO.

. JIndHoe meno Kamoro COTpyAHHMKAa XPAaHHTCS B IAIKE CKopocmBarese B KabuHETE
33BeAYIOILETO.
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. JlocTynl Kk JHUHBIM ZJeNlaM TIENATOTOB H COTPYAHHKOB YUPEKIEHHUS HMMEIOT TOIBKO
3aBeAVIOIIHH, CTapIIMi BOCIIUTATEb.

. CrcTemMaTH3aM¥s THYHEIX Je eIaroros ¥ COTPYIHHEKOB YapexxIeHUs IPOU3BOIUTCS B
aT(aBHTHOM TIOPSIKE.

JlmdHBle Tea NeNaroroB W COTPYAHMKOB YUpeXkIEHHS, XPAHATCS 75 JIET ¢ TO/a YBOIb-
HEeHHS paOOTHHKA.

.

S.HMOPSTOK BBIJAYH JIMYHBIX JEJ BO BPEMEHHOE MTOJIB30OBAHUE

5.1 Beinaua Tm4HBIX Zen (OTAENBHBIX JOKYMEHTOB B COCTaBe IMUHOIO JIeJ1a) BO BpPEMEHHOE
T0-1p30BaHKT IPOH3BOIUTCS C PA3pelICHUS 3aBeyouero. Bpems paboTsl orpaHUYMBaETCS MpeseIaMu
OIHOTO padodero aus. B konme pabodero aus 3aBenyiommii 06s3an yOEIUTECS B TOM, YTO BCE JIMYHBIE
Ac1a, BbUIGHHBIC BO BPEMCHHOE IIOJB30BAaHWE, BO3BPAINEHBI HA MECTO XPAaHEHHA H €CTh JIH
HEOOXOMHMOCTE I IPHHESTAS MEP K HX BO3BPAINCHHIO HIH PO3BICKY.

6. OTBETCTBEHHOCTbD

6.1 Ilemarors | COTPYAHHKH YUPEKICHHS 0OS3aHEl CBOCBPEMCHHO IIPEJCTABIIATE CEKPETAPIO
CBEICHHSA 00 H3MCHCHHH B [IEPCOHATBHBIX JaHHEIX, BKTIOUEHHBIX B COCTAB JTHYHOTO JIEA.

6.2 PaloTozateab obecrieunBacT:

. COXPaHHOCTB JIMYHBIX Ie1 IIearoroB U COTPYJHHKOB Y UperKIeHUS;

. KOH(DHICHIHATEHOCTS CBENECHHMH, COMepKAImuXcs B JIHYHLIX IelaX [Ie1aroroB M
COTPYIHHKOB YUpSKICHHS.

.

7. IPABA

7.1. Jl1a oOecmedeHHs 3allMThl IEPCOHATBHBIX NAHHBIX, KOTOPbIE XPAaHATCA B JUUYHBIX Jejax
NEeIaroroB H COTPYIHHKOB Y UpeKIcHHS,

OETAr0oTH H COTPYAHHKH Y YpEKICHNAT HMEIOT PABo;

. Hoxyunts nomHy:0 HHQOPMAIMIO O CBOMX IEPCOHATBHBIX MAHHBIX U 00paboTKe 3TUX
JAHHBIX:

. TMomyuHTs TOCTYI K CBOMM NEPCOHATLHEIM TAHHBIM;

. omy9uTs KONHH, XPAHSIIHECS B TMYHOM eJe U COIepIKAIIHe [IEPCOHAIbHBIE TaHHEIE,

. TpeGoBate MCKTIOWEHHS HIM WCUPABIEHWS HEBEPHLIX MIH HETIOTHBIX IIEPCOHAIBHBIX
TaHHBIX

padoToxaTeab HMeEeET IPaBO:

. OOpabarsiBath HepcoOHATbHBIE NAHHBIE MEIATOTOB H COTPYIHHAKOB YUPEKICHHS C HX
Da3spellIeHHs, B TOM YHCIIE H Ha 3TeKTPOHHBIX HOCHTEIX,

. 3aIpOCHTE OT NENAroroB B COTPYIHHKOB Y Uperk IeHHIS BCIO HEOOXOTAMYIO HHBOPMALIHIO.
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Onuce JOKYMEHTOB, UMEIOIIMXC S B JIMYHOM JICJIC

(@.1.0.)
No | HamMeHOBaHUE JOKYMCHTA JHata Kon-so | Jata Kem . |
/1 BKJIOUE- | JUCTOB | U3BATUA U3BAT
HUA JOKYMEHTa | TOKYMEHT
JIOKYMEH-
Ta B
JTUYHOE
JIEJI0
1 | BayTpeHHSS ONUCh JOKYMEHTOB
2 | A=EKera
3 | ABtobmorpadus
. 4 | Konuu J0KyMEHTOB 00 00pa3soBaHUH
5 | 3agBieHAE pabOTHHKA O IPHEME Ha paboTy
6 | Komus mprkasa o mpreMe Ha padoTy
7 | Tpymoso#l 1orosop
8 | Cormacue Ha 00paboTKy MepCOHATBHBIX
| | DaHHBIX
| 9 |Cnpaska o  Hamwudd  (OTCYTCTBHH)
| CYIMMOCTH H (MiH) (akTa yroJIOBHOTO IIpe-
i | ClIelOBaHESL
10 | Kommu I0KyMEHTOB O KBalM(HKALHH
| (TOKYMEHTHI 110 aTTECTallHH)
11 | Komu® MAOKYMEHTOB KypPCOB ITOBBIIICHHS

| KBaTH(QHKaIHY

12 | Konmm

HOCICIYEOIHX

IPHKa30B IO




| THUHOMY COCTaBy, KOTOpBIE KAaCaroTCs
| pabOTHHKA

13 | JlomonHHTEIBHBIE COTJIAIEHHs K TPYAOBOMY
TIOTOBOPY
i
| ,
14 | Konuy HHBIX JOKYMEHTOB COTPYIHHMKA (IIPH
HEO0OXOIMMOCTH)
b :
15 | JIMCT 03HAKOMICHHS JTHYHEIM JETI0M




ToarEcHECD NOPEIRT BEICHHES JHTIHEIX 181 nezaroradecKHX DAGOTHHKOB

O3HaKkoMiIcHHC Pa0oTHAROD

JIUCT O3HAKOMJIEHMS C JIMYHBIM JIEJIOM

H APYTHX COTPYAHHKOB

Ne Tlommucs OnO Hara
1 C suugbIM JIeJIOM
03HAKOMIJIEH
[ 2; C JIVYHBIM HEJIOM
O3HAKOMIJICH
3. C IHYHBIM JIEJI0M
03HAKOMIIEH
4, C MWYHBM JIEI0M
03HAKOMJIEH
S5 C IUYHBIM JICJIOM
03HAKOMJICH
6. C IUYHBIM JETIOM
03HAKOMJICH
7 C IUYHBIM JIEJIOM
O3HAKOMJICH
8. C NWYHBIM JIEJIOM
03HAKOMIIEH
9. C JIUYHBIM JEII0OM
03HAKOMIICH
10. C IHYHbBIM IEI0OM
03HAKOMIICH
1 C n1W9HBM JIEI0M
| | 03HaKOMIIEH
| 12 | C THUHBIM J€TI0M
| O3HAKOMIIEH
3. C THYHBEIM JIEII0M
O3HAKOMIIEH
14. | C TUYHBIM JEJIOM
| 0O3HAKOMJICH
' 15. | C 1H9HBM JEI0M
; 03HaKOMIIEH
| 16. | C THYHBIM JIEIOM
| 03HAKOMJIEH
[ 17. | C THYHBIM J€7I0M
| O3HAKOMIEH
18, | C iyHBM 1e10M
| 03HAKOMJIEH
| 19. C IWYHBIM JETIOM
03HAKOMJIEH
20. C MHYHABIM JIE€I0M
03HAKOMIJICH
21 C NUYHBIM OEJIOM
; 03HAKOMIJICH
22. C JTUYHBIM JICJIOM
03HAKOMIJICH
23. | C nH4YHBIM JEJIOM
| O3HAKOMIIEH
24, | C magABM J87I0M

| O3HaKOMJICH




